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OFFICE MEMORAMDUM 1 Februmry 1952
We 2

TOs (hief, Cenersl Support Unit
Chiaf, Jscretariat Unit
Crdef, Cocrdinating and Contracting Unit

SUBJECTs H¥adl Rm’n, Garpespondience Control and Logging

s ALl irconing farmaal correspondence will be delivered to room
1703-J {(whioh will serve as the mail room for this Staff)s AL iteus
of seaning importanse @ contxoversisl in nature will go over my desk
and then be luusdiately redistributed io mppropriate staff sections.
Correspendingly, oubtgoing formal courrespondence (prepared with proper
rwt.:hf; sheebs, cowrier receipts wnxi envelopes) will be delivered o
oo 1703m) e

2, (e Stafl Log will be oaintained far formal Staff correapond-
Aenos.

3¢ 411 Top Gecret material is to be routed iarcugh the Top Locret
Control Officer. Top learet rumbers will be assigned to 7S material
originating in Units of thim S5taff by the 1500, This materdal should ale
80 be prepared wlih routing sheets, recelpts and envelopes.

e ALL Staff neubers are requested to rafer controversisl probe
lamg to tie Chief of sach JLall section who will keep me advised befwre or
after the fact depending upon the relative i.:pcrtﬂ‘.b of the iten, avallm
ability, etc.

5 yollow tissue will be prepared for the Staff Chronclogical
£ils (mm in 1?03-!) for all eu’ageing formal carrespondence. This
will not include and s In order to keep
sixeast of activi F1ia o, oadye
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